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Changing Your Password in Privia

Synopsis
This document provides a variety of ways that users can change their password in Privia. Please note

that this capability is not available to those Privia instances that are synchronized with their company’s
Active Directory.

Changing passwords in Privia Web

Tools menu

. Figure 1. Change Password in the Tools menu
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3. Select “Details” in the resulting context menu
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4.

For the remaining steps, reference Figure 1 above and follow steps 3 and 4 in the “Tools menu”

section

Forgot Password
Link

1.

Once viewing the
Logon dialog when
connected to the
Privia server, click the
“Forgot password”
Hyper-link

Enter your Privia
“Username” and the
“Email” address that
was used to create
your Privia account,
when finished click
the “Send Request”
button

Figure 3. Change Password in Web Using “Forgot Password”
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The request to reset the password has now been made; an e-mail from the Privia Administrator will
arrive momentarily. Once the e-mail is received, it will look like what is shown in Figure 4

3.

Click the link in the
message window to
re-direct to the Privia
Password Reset form

Copy this “Security
Code” to your
computer’s clipboard
to save for use in step
5

Figure 4. Password Reset Email

Privia
A password reset request was generated for your Privia user account with:
Usemame: PriviaUser

The request came from a client with [P Address: 10.80.6.62 using Firefox 53.0 browser. 3

If you didn't ask for this, you may ignore the following steps but you may want to contact your Privia Administrator immediately

To enter your new password, click on the link below
http:/iwin-hi407vpcsvr. privia.com/PriviaAccessHelp/Reset. aspx fresetPageld=H4sIAAAAAAAE AC2QxSEDMARFWyInAeq% 2 fK2vX5gAMQ%
2fiPDvg3BPFsGIF6s%2bvpkW0OIweFityZ%

2bkE4Y433LzUWA2Hs OSAMBOSUX2ge TYZ0vVwoR4FNz7dshR4Qhs ARUVWwoUGEPWsxY2TGV0rm0QeUZcGMiwk 8niZ DELeNZvtmMV93hxuubsPdIOM2Gbenc

2fQ27ip2 A66z5QN0SZPSAHS Y TrieF criD pZ GvBW2WAHhy JNhLTO Olwh7BpWBLVItpwOqO 96Dy kBzodiS sTeTqld 0CchUHviluXaRdxze CFEUIE2%
2{540mONKQtmogect8AJEBSuwAQAA&resetld=GUebek%2fQmxrvVIMKWOEL 77n2IfqxeH7 2vIF FER % 2bH2wkWE gAfqjl76bTZE reVeRAJ pOQKIrKwAVHP %

2fvoGn35QcDwl C8maHfFWA3dD3KuvFHgl bfeSwP75010CESWCBAToR% 2fW%2biTsUflgVFi6a25T%2bHbKUAqQHV e 1pK5XRIDgfg%
2bgvuCEQHBQBKS pInQuvLIrvno%2by TviAtahocwdtA%3d% 3d

On the web page available at this link, enter your usemame and the new password along with the following security code

Security Code: &Qnh]f/C1Q

You have 30 minutes to set your new password after which this link will no longer work and you will have te make a new password reset request
NOTE: This email was automatically generated from Privia Server @ http://win-hi407vpcsvr.privia.com/Privial. Please do not reply to this email.

Visit our website www. privia.com
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A separate browser tab is
now opened and displays
the Privia Reset Password
Form. Please enter your
username and the security
code that you received in
the email and then enter
your new password in the
fields and click the “Reset”
button below to change
your password. You may
have to contact your Privia
Administrator to get your
password reset if you use
up all of the allowed
number of attempts.

5. Enter all of the
corresponding user

Figure 5. Reset Password Form

Welcome to Privia Access Help

Please enter your username and the security code that you received in the email and then enter your new password in the fields and click the Reset
button below to change your password. You may have to contact your Privia Administrator to get your password reset if you use up all of the allowed
number of attempts.

Username:

PriviaUser

Security Code:
&Qnhfic1Q

New Password: 5
asssssnse

Confirm New Password:

Reset

information, including the “Security Code” that was copied to your clipboard in step 4

If all the information that
was entered in the Reset
Password Form was
correct, you will receive a
verification page like the
one shown in Figure 6. You
may now close out of this
tab and navigate to the tab
where the Privia Logon
dialog displays

Figure 6. Successful Reset

Welcome to Privia Access Help

Please enter your username and the security code that you received in the email and then enter your new password in the fields and click the Reset
button below to change your password. You may have to contact your Privia Administrator to get your password reset if you use up all of the allowed
number of attempts.

Your password reset succeeded.
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Changing passwords in Privia Platform

Through the User ID Figure 7. Change Password in PC through the User ID

&% Privia SRR
File View Tools r:«a\p m
1. Navigate to a workspace that B O =]
you are an owner or member of mé?‘;{am == B s
1l HR - Employees User ID: [{DB4CI7CA-0290-4210-8968-D2AF 70E DD 02
. . E :'::::Irllomer&rvkﬁ [E] Team. Pink = :hang: i [”S“ :""‘E :’"wa—
2. Right-click on your User ID 48 g V\ e
{3 Department of the Air Force Alt E-mail
., . friaumiicdn 2 3 o
3. Select “Properties” in the T \ et ey Wiege ] -~ —
13 Pipeline [User, PriviglUUKE\PriviaUser) 5, Celllar Phene: 1
context menu g | [
18 PrivialLC F emers
1IE Professional Services Owgarizaton. |
. B Seles Job Tt Y
4. Atthe bottom of the dialog,  forde i —— 4
click the “Change Password” Sapamt [ onc
button 1 gy
5. A dialog will display that says
“Your status will be changed to
Offline after completing this —
operation. Please reconnect s L <l
afterwards to make the changes
become effective”, click “Ok” to Figure 8. Log back in to Privia
accept
M M
6. Enter the current password once [z s e ——
(%) To Do (10) Members | Delegates |
. . Calendar User, Frivia - Diner
(in the “Old Password” field) and ‘Eﬁsm.m e
1l New Org Pivia, Administiator
the desired password twice (in 15 e Cstomr Srvces [t i
the “New Password” and “Re- © B St o
I Department of the Army
enter Password” fields, o O S | |
| Reports . Desciiption
respectively). Click the -t TN
. Il Privia Professional Services (Product) . Reports.
“Change” button and click “Ok” R
in the dialog that says “Your © et EE 7
password successfully changed. -
Passworet [ooomen
Please reconnect to make the 7 o
changes become effective” (ST S
) PSP Cancel
7. Inthe bottom left corner of the ~
Platform Client window, the
. ) . . Not Avaiable [
. rivia - ine liew All Ttems A
Green Guy’ icon will change to a a0 freitars | [ [ | 7 |

gray icon and give the “Privia-Offline” status. To reconnect to Privia, right-click on this gray icon and
select “Online” in the resulting context menu.

8. When the “Log On to Privia” dialog displays, enter the new password into the corresponding field
and click the “Ok” button
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Forgot Password Link

1. Once Privia Platform has
been opened and the user
profile is selected (viewing
the logon dialog), click the
“Forgot password” link

2. Enter your Privia
“Username” and the
“Email” address that was
used to create your Privia
account, when finished click
the “Send Request” button

The request to reset the
password has now been made;
an e-mail from the Privia
Administrator will arrive
momentarily. Once the e-mail
is received, it will look like what
is shown in Figure 10

3. Click the link in the
message window to re-
direct to the Privia
Password Reset form

4. Copy this “Security Code”
to your computer’s
clipboard to save for use in
step 5

Figure 9. Change Password in PC Using “Forgot Password”

Log On to Privia ) ]
P
£ User: Privia User onjuke,prvia.com
Password: I

to Privia Access Help

4 I Forgot password? |
|

0K Cancel
with your Privia account in the fields and then click the button below to send your

request. A message with a link to set the new password will be emailed to you with further instructions. If you do not receive this email, please
contact your Privia Administrator.

I~ Remernber password

—/

Username:

PriviaUser

Email:
priviauser@null.com| % 2
Send Request

Figure 10. Password Reset Email

Privia

A password reset request was generated for your Privia user account with:

Usemame: PriviaUser

The request came from a client with IP Address: 10.80.6.62 using Firefox 53.0 browser. 3

If you didn’t ask for this, you may ignore the following steps but you may want te contact your Privia Administrator immediately.

To enter your new password, click on the link below:
http:fiwin-hid07vpesvr. privia [Pr p/Reset aspx?resetPageld=F

EAC20x5E DMARFWyInAeq%2fK2vX5gAMQ %
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2{540mONKQtmogect8AJEBSuwAQAA&resetld=GUebck%2fQmxrVVMKWOEL7Zn2IfqxeHZ 2vIFFER% 2bH2wkWE gAfgjl76bTZErcYeRAJ pOQKIKwAYHP %
2fvoGnI5QcDwl CBmaHHFWQA3dD3KuvFHgl bfeSwPZ5010CESWCBAToR%2fW%2biTsUfIgV Ft6a25T % 2bHbKUAQHV4rtc 1pKSXRIDgfg%
2bgvuCEQHBABKSpInQuvLIrvno%2by TviMAtahocwdtA%3d%3d

On the web page available at this link. enter your username and the new password along with the following security code.

4

You have 30 minutes to set your new password after which this link will no longer work and you will have to make a new password reset request.
NOTE: This email was automatically generated from Privia Server @ hitp/fwin-hi407vpcsvr privia com/Privia/. Please do not reply to this email.

Visit our website www.privia.com
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A separate browser tab is
now opened and displays
the Privia Reset Password
Form. Please enter your
User name and the security
code that you received in
the email and then enter
your new password in the
fields and click the “Reset”
button below to change
your password. You may
have to contact your Privia
Administrator to get your
password reset if you use
up all of the allowed
number of attempts.

5. Enter all of the
corresponding user

Figure 11. Change Password through the User ID

priyia

Welcome to Privia Access Help

Please enter your username and the security code that you received in the email and then enter your new password in the fields and click the Reset
button below to change your password. You may have to contact your Privia Administrator to get your password reset if you use up all of the allowed
number of attempts.

Username:

PriviaUser

Security Code:
&QnhJfiC1Q

Now Passwrt: 5

Confirm New Password:

Reset

information, including the “Security Code” that was copied to your clipboard in step 4

If all the information that
was entered in the Reset
Password Form was
correct, you will receive a
verification page like the
one shown in Figure 12.
You may now close out of
this tab and navigate to the
tab where the Privia Logon
dialog displays

Figure 12. Change Password through the User ID

privia

Welcome to Privia Access Help

Please enter your username and the security code that you received in the email and then enter your new password in the fields and click the Reset
button below to change your password. You may have to contact your Privia Administrator to get your password reset if you use up all of the allowed
number of attempts.

Your password reset succeeded.




Tools menu

1. Click the “Tools” button along
the header bar of the Platform
Client window

Select “Change Password” from
the drop-down menu

A dialog will display that says
“Your status will be changed to
Offline after completing this
operation. Please reconnect
afterwards to make the changes
become effective”, click “Ok” to
accept

Enter the current password
once (in the “Old Password”
field) and the desired password
twice (in the “New Password”

Changing Your Password in Privia

Figure 13. Change Password through the User ID
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and “Re-enter Password” fields, respectively). Click the “Change” button and click “Ok” in the dialog
that says “Your password successfully changed. Please reconnect to make the changes become

effective”

In the bottom left corner of the
Platform Client window, the
‘Green Guy’ icon will change to
a gray icon and give the “Privia-
Offline” status. To reconnect to
Privia, right-click on this gray
icon and select “Online” in the
resulting context menu.

When the “Log On to Privia”
dialog displays, enter the new
password into the
corresponding field and click
the “Ok” button

Summary

Figure 14. Change Password through the User ID
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There are many different ways in which to change the password in Privia; right-clicking on your User ID
will always allow you to change your password from the Details/Properties screen, and utilizing the
“Forgot Password” link allows for reset before logging into the application.



